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AM’s 1965 Index of Articles 


O MAKE those back issues of Administrative Management more 


useful to you—we understand that many of our subscribers do 
hold onto them—and as a service to librarians, we offer this detailed 
index of features published during 1965. Reprints of the listed ar- 
ticles may be obtained through our Reprint Department [see page 
72]. Administrative Management is also available on roll microfilm 
through University Microfilms, 313 N. Ist St., Ann Arbor, Mich. 


Association News 


Arranged alphabetically by 
association name 

AFIPS Appoints 1965 Conference Chair- 
man—American Federation of Information 
Processing Societies puts Dr Robert W. 
Rector of Aerospace Corp. in charge of Fall 
Joint Computer Conference ‘(News of Asso- 
ciations—Apr., p. 17). 

AICPA Surveys Cash-Flow—American Insti- 
tute of Certified Public Accountants reports 
on the 1962 operations of 600 industrial com- 
panies (News of Associations—Feb., p. 12) 

AICPA Issues Pension Accounting Report— 
Study is designed to end fluctuations (News of 
Associations—June, p. 12). 

American Management Association Dis- 
cusses Benefits of Public Relations—lIts role 
as management tool assessed at Los Angeles 


seminar (News of Association—Jan., p. 10). 
Dr. R. W. Hamming Addresses AMA Per- 
sonnel Conference—Bel! Labs executive is 


keynoter at two-day session in Chicago (News 
of Associations—Mar., p. 10). 

Gantt Medal Awarded by AMA—Presented 
in Chicago to Dr. Harold B. Maynard of 
Maynard Research Institute (News of Asso- 
ciations—Apr., p. 17). 

AMA Elects Twelve Directors--To serve 
three-year terms (News of Associations—Dec., 
p 10) 

Administrative Management Society Honors 


Executives and Students—St. Louis chapter 
bestows Diamond Merit Award keys: Dayton 
chapter awards certificates to high school 
seniors ‘(AMS Report—Jan.. p. 46). 


AMS Office Equipment Show Is Set-——Spon- 


sored by Minneapolis—St. Paul chapter, it 
runs concurrently with 1965 International 
Conference ‘AMS Report—Feb., p. 47) 


‘Management Skills’ to Keynote Meeting— 
Alexander Query of Prudential will deliver 
address at AMS 16th International Confer- 
ence (AMS Report—Feb.. p. 48) 

Annual AMS Conference Schedule 
Highlights of four-day 
‘(AMS Report—Mar., p. 55: see also News of 
Associations. p. 10) 

AMS Conference to Spotlight Skills—‘'Man- 
agement Skills in Action’ is theme of inter- 
national session; detailed agenda given (AMS 
Report—Apr., p. 51) 

Exhibitors Listed for AMS Show—To display 
wares under Minneapolis—St. Paul chapter 
sponsoring during International Conference 
(AMS Report—Apr., p. 52). 

Award Winning Papers Published-—Dealing 
with basic research and written by college 
graduate students, they appear in AMS’ ‘‘Edu- 
cation Journal” (AMS Report—Apr., p. 57) 

Four Notables to Address AMS—Quartet 
slated for International Conference includes 
Rev. A. R. Gornitzka, whose special ministry 
includes fields of business and industry (AMS 
Report—May, p. 53) 

AMS Announces Fellowship and Leffing- 
well Winner—Awards go to F. Arnold Mc- 
Dermott of the City of Denver, and Herbert 
P. Buetow. 3M Co. ‘(AMS Report—May, p. 54) 

AMS Elects National Board of Directors— 


is Set— 
agenda are described 


They pose for group portrait ‘(AMS Report— 
July, p. 45) 
Chicago and New York Groups Change 


Names—Office Management Association of 
Chicago and Office Executives Association re- 
title themselves, respectively. as Chicago and 
New York chapters of AMS (News of Asso- 
ciations—Oct., p. 10) 

Six Federal Employees Receive AMS Awards 

Cited for paperwork management efficiency; 
henored at Washington banquet (AMS Re- 
port—Oct. p. 75). 

Milwaukee Records Group Names President 
—Bert Hartinger chosen by American Records 


70 


Management Association chapter in Wiscon- 
sin city (News of Associaticnus—June, p. 12). 

ARMA Offers Correspondence Courses— 
Forms, reports and microfilm among subjects 
covered (News of Associations—Aug., p. 10) 

Three-Day Conference Set by ARMA--''M n- 
ing the Gold in Your Mountain of Records” 
is theme of October 11-13 gathering in Min- 
neapolis (News of Associations—Sept., p. 13) 

EDP Group Publishes Directory of Members 

Association of Data Processing Service Or- 
ganizations’ 100-page roster costs $1 (News 
of Associations—Nov., p. 12) 

Furniture Groups Merge—Office Furniture 
Mfrs. Institute combines with office equip- 
ment group of Business Equipment Mfrs. As- 
sociation; object: a unified Office Furniture 
Mfrs. Group (News of Associations—July, p 
10). 

BEMA Show in New York— Exposition takes 
Place October 25-29 at Coliseum (Oct., p. 98). 

BEMA Show Draws Crowd of 60,000—Rec- 
ord attendance flocks to New York Coliseum 


(News of Associations—Dec., p 10) 

DPMA to Stress Education To be theme of 
Data Processing Management Association's 
conference in Philadelphia, June 29 to July 
2 (News of Associations—Apr., p. 16). 

DPMA Proceedings Published —1965 confer- 
ence texts in hard-bound volume (News of 


Associations—Oct., p. 10) 

Institute for Cybercultural Research Meets 
in New York—Fifteen-hundred representa- 
tives of business. labor, government and 
education expected at May 27-29 conference 
(News of Associations—Apr., p. 16) 

Dr. David Sternlight Named Chairman of 
IMS Chapter—Director of applied sciences 
for the Applied Science Div. of Litton In- 
dustries to head Washington, D.C., unit of 
Institute of Management Sciences (News of 
Associations—Sept.. p. 13) 

Accounting Conference to Feature EDP Ex- 
hibits—At New York's Americana Hotel June 
2-5. it is sponsored by Insurance Accounting 
& Statistical Association (News of Asso- 
ciations—May, p. 12) 

Henry Stern Addresses 
Superintendent of Insurance 
New York delivers 


1ASA Meeting — 
of the State of 


welcoming speech (News 
of Associations—Sept.. p. 13). 
Interdata 65 Exposition Expects Crowd of 


15,000—-Sponsored by the International Fed- 


eration for Information Processing. it takes 
place May 24-27 at New York Hilton (News 
of Associations—Apr., p. 16) 

IFIP Elects Swiss President—He is Dr. Am- 


brose P. Speiser, director of the IBM research 
laboratory in Zurich (News of Associations— 
July. p. 10). 

LOMA Announces Six New Members—One 
Canadian, one Pakistani and four United 
States insurance companies named by Life 
Office Management Association (News of As- 
sociations—Jan., p. 10) 

Robert Dugan Named to LOMA Post—Ap- 
pointed to position of director of Personnel 
Administration Division (News of Associa- 
tons—Feb., p. 12). 

LOMA to Examine Total Systems Concept— 
Two-and-a-half day Automation Forum opens 
in New York on March 29 (News of Asso- 
ciations—Mar., p. 10). 

LOMA Appoints Five to Nominating Com- 
mittee—Charles B Laing. senior vice-presi- 
dent of Prudential. heads the group (News 
of Associations—Apr., p. 16) 

LOMA Report 


and Minutes in Print— 
“Service to Management.’’ a composite of 
three EDP papers, and proceedings of 1964 


conference are published (News of Associations 
—May, p. 12). 

Annual LOMA Conference Starts Sept. 27— 
Keynoter at Montreal gathering is Dwayne 
Orton of “Think” magazine (News of Asso- 
ciations—Sept., p. 12). 


240 Firms Represented at LOMA Conference 


—"Creativity in Management’ was 
(News of Associations—Nov., p. 12). 

NACM Elects Robert Roper—He becomes 
executive vice-president of National Associa- 
tion of Credit Management (News of Asso- 
ciations—Jan., p. 10). 

NACM Credit Congress Attended by 2,000— 
New Orleans is site of 69th annual gathering 
(News of Associations—July, p. 10). 

Forms Group Expects 400 Firms at Meeting 
—French Lick, Ind., is site for National Busi- 
ness Forms Association convention, October 
31 through November 5 (News of Associations 
—Oct., p. 10). 

National Microfilm Association Convention 
Stresses Technology—IBM’s M. B. Smith key- 
notes May 11-13 session in Cleveland (News 
of Associations—June, p. 12). 

NSOEA Convention Sets Attendance Record 
-National Stationery & Office Equipment 
Associction gathering in Chicago, for dealers, 
draws 15,687 ‘(News of Associations—Nov., 
p. 12). 

Furniture Groups Merge—Office Furniture 
Mfrs. Institute combines with office equip- 
ment group of Business Equipment Mfrs. As- 
sociation: object: a unified office furniture 
group ‘News of Associations—July, p. 10). 

Chicago and New York Groups Change 
Names—Office Management Association of 
Chicago and Office Executives Association re- 
title themselves, respectively, as Chicago and 
New York chapters of Administrative Man- 
agement Society (News of Associations—Oct., 
p. 10). 

A. L. Burns Elected Head of SPA Board— 
Systems & Procedures Association official is 
consultant for Peat. Marwick, Mitchell & 
Co. (News of Associations—Sept., p. 13). 


Books Reviewed 


Analysis of Organizations, 


theme 


The—By Joseph 


Litterer Ph.D. John Wiley & Sons, 471 pp.. 
$7.95 (Oct. p 112). 

Art of Successful Communication, The—By 
Norman G_  Shidle. McGraw-Hill, 267 pp., 


$6.95 (Oct., p. 112). 
Beyond Automation—By John Diebold; 


Mc- 
Graw-Hill, 216 pp., $7.50 (Feb., p. 74). 


Cases in Managerial Decisions—By Samuel 
J. Mante! Jr., Prentice-Hall, 201 pp., $4.95 
(Feb., p. 73). 


Creative Collective Bargaining—Edited by 
James J. Healy; Prentice-Hall, 294 pp., $7.95 
(June, p. 87). 

Developing a Tough Minded Climate—by J. 
D. Batten; American Management Association, 
250 pp., $9 to non-members (May, p. 81). 

Filing and Finding in the Office—By A. 
Litchard Dickinson; The Business Press, 146 
pp., $5.95 (Mar., p. 91). 

How to Build Your Management Skilis— 
By Joseph G. Mason; McGraw-Hill. 239 pp., 
$6.95 (Apr., p. 87). 

International Handbook of Management— 
By Dr. Karl E. Ettinger; McGraw-Hill, 670 
pp. $19.75 (Oct., p. 112). 

Introduction to Computer Science and Data 
Processing—By Richard N. 3chmidt and Wil- 
liam E. Meyers; Holt, Rinehart & Winston, 
380 pp., $7 (Aug., p. 75). 

Management Operations Research—By Her- 
bert Lloyd Enrick; Holt, Rinehart & Winston, 
320 pp., $5.95 (Apr., P. 89). 

Management Systems: Working Concepts 
and Practices—By Adrian M. McDonough and 
Leonard J. Garrett; Richard D. Irwin Inc., 
311 pp., $9.65 (July, p. 74). 

Prive: A Management Program Designed to 
Contro! Paperwork—-By Jack R. Mani; self- 
published, 59 pp., $2 (July, p. 75). 

Principles of Organization and Manage- 
ment—By Henry H. Albers: John Wiley & 
Sons, 676 pp., $8.50 (June, p87). 

Public Speaking Without Pain—By Maurice 


Forley; David McKay Co., 175 pp., $3.95 
(Mey, p. 81). 

Rational Manager, The-—By Charles H. 
Kepner and Benjamin B. Tregoe; McGraw- 
Hill, 275 pp., $5.95 (Aug., p. 75). 

Real-time Business Systems—-By Robert V. 
Head: Rinehar’ & Winston, 368 pp. $9 
(Mar., p. 91). 


Some Fundamentals of Information Retrie- 
val—By John R. Sharp: London House & 
Maxwell, 224 pp., $8.75 (July, p. 75). 

Techniques of Leadership—By J. Kenneth 
Wishart; Vantage, 108 pp., $3 (June, p. 89). 
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Association News 


Arranged alphabetically by 
association name 

AFIPS Appoints 1965 Conference Chair- 
man—American Federation of Information 
Processing Societies puts Dr Robert W. 
Rector of Aerospace Corp. in charge of Fall 
Joint Computer Conference ‘(News of Asso- 
ciations—Apr., p. 17). 

AICPA Surveys Cash-Flow—American Insti- 
tute of Certified Public Accountants reports 
on the 1962 operations of 600 industrial com- 
panies (News of Associations—Feb., p. 12) 

AICPA Issues Pension Accounting Report— 
Study is designed to end fluctuations (News of 
Associations—June, p. 12). 

American Management Association Dis- 
cusses Benefits of Public Relations—lIts role 
as management tool assessed at Los Angeles 


seminar (News of Association—Jan., p. 10). 
Dr. R. W. Hamming Addresses AMA Per- 
sonnel Conference—Bel! Labs executive is 


keynoter at two-day session in Chicago (News 
of Associations—Mar., p. 10). 

Gantt Medal Awarded by AMA—Presented 
in Chicago to Dr. Harold B. Maynard of 
Maynard Research Institute (News of Asso- 
ciations—Apr., p. 17). 

AMA Elects Twelve Directors--To serve 
three-year terms (News of Associations—Dec., 
p 10) 

Administrative Management Society Honors 


Executives and Students—St. Louis chapter 
bestows Diamond Merit Award keys: Dayton 
chapter awards certificates to high school 
seniors ‘(AMS Report—Jan.. p. 46). 


AMS Office Equipment Show Is Set-——Spon- 


sored by Minneapolis—St. Paul chapter, it 
runs concurrently with 1965 International 
Conference ‘AMS Report—Feb., p. 47) 


‘Management Skills’ to Keynote Meeting— 
Alexander Query of Prudential will deliver 
address at AMS 16th International Confer- 
ence (AMS Report—Feb.. p. 48) 

Annual AMS Conference Schedule 
Highlights of four-day 
‘(AMS Report—Mar., p. 55: see also News of 
Associations. p. 10) 

AMS Conference to Spotlight Skills—‘'Man- 
agement Skills in Action’ is theme of inter- 
national session; detailed agenda given (AMS 
Report—Apr., p. 51) 

Exhibitors Listed for AMS Show—To display 
wares under Minneapolis—St. Paul chapter 
sponsoring during International Conference 
(AMS Report—Apr., p. 52). 

Award Winning Papers Published-—Dealing 
with basic research and written by college 
graduate students, they appear in AMS’ ‘‘Edu- 
cation Journal” (AMS Report—Apr., p. 57) 

Four Notables to Address AMS—Quartet 
slated for International Conference includes 
Rev. A. R. Gornitzka, whose special ministry 
includes fields of business and industry (AMS 
Report—May, p. 53) 

AMS Announces Fellowship and Leffing- 
well Winner—Awards go to F. Arnold Mc- 
Dermott of the City of Denver, and Herbert 
P. Buetow. 3M Co. ‘(AMS Report—May, p. 54) 

AMS Elects National Board of Directors— 


is Set— 
agenda are described 


They pose for group portrait ‘(AMS Report— 
July, p. 45) 
Chicago and New York Groups Change 


Names—Office Management Association of 
Chicago and Office Executives Association re- 
title themselves, respectively. as Chicago and 
New York chapters of AMS (News of Asso- 
ciations—Oct., p. 10) 

Six Federal Employees Receive AMS Awards 

Cited for paperwork management efficiency; 
henored at Washington banquet (AMS Re- 
port—Oct. p. 75). 

Milwaukee Records Group Names President 
—Bert Hartinger chosen by American Records 
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Management Association chapter in Wiscon- 
sin city (News of Associaticnus—June, p. 12). 

ARMA Offers Correspondence Courses— 
Forms, reports and microfilm among subjects 
covered (News of Associations—Aug., p. 10) 

Three-Day Conference Set by ARMA--''M n- 
ing the Gold in Your Mountain of Records” 
is theme of October 11-13 gathering in Min- 
neapolis (News of Associations—Sept., p. 13) 

EDP Group Publishes Directory of Members 

Association of Data Processing Service Or- 
ganizations’ 100-page roster costs $1 (News 
of Associations—Nov., p. 12) 

Furniture Groups Merge—Office Furniture 
Mfrs. Institute combines with office equip- 
ment group of Business Equipment Mfrs. As- 
sociation; object: a unified Office Furniture 
Mfrs. Group (News of Associations—July, p 
10). 

BEMA Show in New York— Exposition takes 
Place October 25-29 at Coliseum (Oct., p. 98). 

BEMA Show Draws Crowd of 60,000—Rec- 
ord attendance flocks to New York Coliseum 


(News of Associations—Dec., p 10) 

DPMA to Stress Education To be theme of 
Data Processing Management Association's 
conference in Philadelphia, June 29 to July 
2 (News of Associations—Apr., p. 16). 

DPMA Proceedings Published —1965 confer- 
ence texts in hard-bound volume (News of 


Associations—Oct., p. 10) 

Institute for Cybercultural Research Meets 
in New York—Fifteen-hundred representa- 
tives of business. labor, government and 
education expected at May 27-29 conference 
(News of Associations—Apr., p. 16) 

Dr. David Sternlight Named Chairman of 
IMS Chapter—Director of applied sciences 
for the Applied Science Div. of Litton In- 
dustries to head Washington, D.C., unit of 
Institute of Management Sciences (News of 
Associations—Sept.. p. 13) 

Accounting Conference to Feature EDP Ex- 
hibits—At New York's Americana Hotel June 
2-5. it is sponsored by Insurance Accounting 
& Statistical Association (News of Asso- 
ciations—May, p. 12) 

Henry Stern Addresses 
Superintendent of Insurance 
New York delivers 


1ASA Meeting — 
of the State of 


welcoming speech (News 
of Associations—Sept.. p. 13). 
Interdata 65 Exposition Expects Crowd of 


15,000—-Sponsored by the International Fed- 


eration for Information Processing. it takes 
place May 24-27 at New York Hilton (News 
of Associations—Apr., p. 16) 

IFIP Elects Swiss President—He is Dr. Am- 


brose P. Speiser, director of the IBM research 
laboratory in Zurich (News of Associations— 
July. p. 10). 

LOMA Announces Six New Members—One 
Canadian, one Pakistani and four United 
States insurance companies named by Life 
Office Management Association (News of As- 
sociations—Jan., p. 10) 

Robert Dugan Named to LOMA Post—Ap- 
pointed to position of director of Personnel 
Administration Division (News of Associa- 
tons—Feb., p. 12). 

LOMA to Examine Total Systems Concept— 
Two-and-a-half day Automation Forum opens 
in New York on March 29 (News of Asso- 
ciations—Mar., p. 10). 

LOMA Appoints Five to Nominating Com- 
mittee—Charles B Laing. senior vice-presi- 
dent of Prudential. heads the group (News 
of Associations—Apr., p. 16) 

LOMA Report 


and Minutes in Print— 
“Service to Management.’’ a composite of 
three EDP papers, and proceedings of 1964 


conference are published (News of Associations 
—May, p. 12). 

Annual LOMA Conference Starts Sept. 27— 
Keynoter at Montreal gathering is Dwayne 
Orton of “Think” magazine (News of Asso- 
ciations—Sept., p. 12). 


240 Firms Represented at LOMA Conference 


—"Creativity in Management’ was 
(News of Associations—Nov., p. 12). 

NACM Elects Robert Roper—He becomes 
executive vice-president of National Associa- 
tion of Credit Management (News of Asso- 
ciations—Jan., p. 10). 

NACM Credit Congress Attended by 2,000— 
New Orleans is site of 69th annual gathering 
(News of Associations—July, p. 10). 

Forms Group Expects 400 Firms at Meeting 
—French Lick, Ind., is site for National Busi- 
ness Forms Association convention, October 
31 through November 5 (News of Associations 
—Oct., p. 10). 

National Microfilm Association Convention 
Stresses Technology—IBM’s M. B. Smith key- 
notes May 11-13 session in Cleveland (News 
of Associations—June, p. 12). 

NSOEA Convention Sets Attendance Record 
-National Stationery & Office Equipment 
Associction gathering in Chicago, for dealers, 
draws 15,687 ‘(News of Associations—Nov., 
p. 12). 

Furniture Groups Merge—Office Furniture 
Mfrs. Institute combines with office equip- 
ment group of Business Equipment Mfrs. As- 
sociation: object: a unified office furniture 
group ‘News of Associations—July, p. 10). 

Chicago and New York Groups Change 
Names—Office Management Association of 
Chicago and Office Executives Association re- 
title themselves, respectively, as Chicago and 
New York chapters of Administrative Man- 
agement Society (News of Associations—Oct., 
p. 10). 

A. L. Burns Elected Head of SPA Board— 
Systems & Procedures Association official is 
consultant for Peat. Marwick, Mitchell & 
Co. (News of Associations—Sept., p. 13). 


Books Reviewed 


Analysis of Organizations, 


theme 


The—By Joseph 


Litterer Ph.D. John Wiley & Sons, 471 pp.. 
$7.95 (Oct. p 112). 

Art of Successful Communication, The—By 
Norman G_  Shidle. McGraw-Hill, 267 pp., 


$6.95 (Oct., p. 112). 
Beyond Automation—By John Diebold; 


Mc- 
Graw-Hill, 216 pp., $7.50 (Feb., p. 74). 


Cases in Managerial Decisions—By Samuel 
J. Mante! Jr., Prentice-Hall, 201 pp., $4.95 
(Feb., p. 73). 


Creative Collective Bargaining—Edited by 
James J. Healy; Prentice-Hall, 294 pp., $7.95 
(June, p. 87). 

Developing a Tough Minded Climate—by J. 
D. Batten; American Management Association, 
250 pp., $9 to non-members (May, p. 81). 

Filing and Finding in the Office—By A. 
Litchard Dickinson; The Business Press, 146 
pp., $5.95 (Mar., p. 91). 

How to Build Your Management Skilis— 
By Joseph G. Mason; McGraw-Hill. 239 pp., 
$6.95 (Apr., p. 87). 

International Handbook of Management— 
By Dr. Karl E. Ettinger; McGraw-Hill, 670 
pp. $19.75 (Oct., p. 112). 

Introduction to Computer Science and Data 
Processing—By Richard N. 3chmidt and Wil- 
liam E. Meyers; Holt, Rinehart & Winston, 
380 pp., $7 (Aug., p. 75). 

Management Operations Research—By Her- 
bert Lloyd Enrick; Holt, Rinehart & Winston, 
320 pp., $5.95 (Apr., P. 89). 

Management Systems: Working Concepts 
and Practices—By Adrian M. McDonough and 
Leonard J. Garrett; Richard D. Irwin Inc., 
311 pp., $9.65 (July, p. 74). 

Prive: A Management Program Designed to 
Contro! Paperwork—-By Jack R. Mani; self- 
published, 59 pp., $2 (July, p. 75). 

Principles of Organization and Manage- 
ment—By Henry H. Albers: John Wiley & 
Sons, 676 pp., $8.50 (June, p87). 

Public Speaking Without Pain—By Maurice 


Forley; David McKay Co., 175 pp., $3.95 
(Mey, p. 81). 

Rational Manager, The-—By Charles H. 
Kepner and Benjamin B. Tregoe; McGraw- 
Hill, 275 pp., $5.95 (Aug., p. 75). 

Real-time Business Systems—-By Robert V. 
Head: Rinehar’ & Winston, 368 pp. $9 
(Mar., p. 91). 


Some Fundamentals of Information Retrie- 
val—By John R. Sharp: London House & 
Maxwell, 224 pp., $8.75 (July, p. 75). 

Techniques of Leadership—By J. Kenneth 
Wishart; Vantage, 108 pp., $3 (June, p. 89). 
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Editorials 


Are We Doing Right by Mr. Zip?-—-Ad- 
ministrative managers should cooperate with 
the Post Office in the zip code program; any 
system that bypasses aS many as six mail- 
handling steps and cuts as much as 24 hours 
from delivery time adds up to a_ mighty 
advantage (Feb.. p. 17). 

Business of Getting Involved, The—-The 
world is becoming ever more involved in 
things administracive. Are administrative 
managers beccming more involved in the 
events of their world? We hope so. (Nov., p. 
21). 

Calmness, Courage and Leadership--Some 
of the words of the late Winston Churchill, 
quoted here. were not without their manage- 
ment implications (Feb., p. 17) 

Can We Afford to ‘Hold the Line’?—-Com- 
ments on Treasury Secretary Fowler's re- 
quest that business not raise prices (Dec., 
p. 15). 

Congress Cuts the Excise Taxes—It can 
mean savings and other administrative bene- 
fits for management (July, p. 15) 

Educating Tomorrow's Managers—Commit- 
tee for Economic Development's new report 
On business schools is ‘‘required reading’’ for 
administrators (Jan., p. 15) 

Focus Soon on Minneapolis— Placing of early 
reservations for AMS International Confer- 
ence. May 23-26, is advised (Mar., p. 21). 

Haircuts During Office Hours?—-Company- 
run barber shops offer vivid example of how 
administrative management responsibilities 
are widening in unexpected ways (Nov., p. 21). 

House Report on Paperwork—House Post 
Office and Civil Service Committee issues rec- 
ommendations based on ‘Federal Paperwork 
Jungle” hearings (Apr., p. 19). 

Mailers Face a Zip Code Deadline—aAll mail- 
ers will come under the law eventually, and 
there will be penalties for non-compliance 
(Aug., p. 15). 

Modern Goals of Management, The-—-They 
shift subtly over the years, so it is no “point- 
less exercise’’ to ask: what are our goals, 
anyway? (June, p. 19) 

Next Year's Budget—Will It Work?—They 
must be realistically prepared and _ periodi- 
cally reviewed: “budget time’ is all the time 
for alert administrative managers (Sept., 
Pp. 21). 

Number One Office Problem—People: but 
there are many things ycu can do to improve 
your personnel picture (May. p. 21: see also 
accompanying editorial, ‘Some Collateral 
Reading Matter’’). 

‘Offices of the Year’ for 1964, The—Com- 
ment on feature section in issue (June, p. 19). 

Offices Were for Sleeving — November's 


Northeast blackout contains lessons for man- — 


agement (Dec., p. 15). 

Planning for Optical Scanning—‘'The po- 
tential of optical scanners is vast. Their 
talents multiply. to touch in time businesses 
at all levels’’ (Mar., p. 21) 

Previewing Tomorrow's Offices—Certain as- 
pects of them are beginning to materialize 
today (Jan., p. 15). 

Six Who Serve the Nation Well—Govern- 
ment officials, recipients of AMS’ Federal 
Paperwork Management Awards. are prais*d 
(Oct... p. 21) 

So Keep Track of What tt Costs-—-Referring 
to the need for maintaining records on your 
zip code burden (Aug.. p. 15) 

Updating Your EDP Decisions—-If more than 
a year has elapsed since your firm last set 
a policy in this regard, it’s probably time 
to examine the subject again Oct.. p. 21). 

What a Sense of Achievement Can Do— 
“Beyond a point we cease to strive for money 
for its own sake” (Sept., p. 21). 

What Do Managers Do, Anvway?—-You"!] sel- 
dom see a neater summary than William 
Oncken Jr.'s in “Frontiers of Industrial Re- 
lations” (Apr., p. 19). 

‘Youth Opportunity Campaign,’ The—Com- 
mentary on President Johnson's appeal to 
business to provide more temporary summer 
jobs (July, p. 15). 


Managerial Overview 


ADP Now More Feasible for Small Busi- 
nesses—Automatic data processing is subject 
of SCM-sponsored seminar (AMemo—June, p. 
90). 

Business Ethics Report Issued——Christmas 
gift giving and other policies surveyed by 
National Industrial Conference Board (AMemo 
-Mar., p. 94). 

Business Growth Slowed by Lack of Man- 
agers—It's a world-wide problem, survey of 
business leaders in 60 mations shows (AMemo 
-Aug. p. 78). 

EDP Personnel to Number 656,000 by 1970-—— 
Of this group, 325,000 will be systems an- 
alysts who now number about 100,000, Die- 
bold Group estimates (AMemo—Sept., p. 96). 

Educating Future Managers—Adapted from 
prize-winning under-graduate essay contest; 


DECEMBER 1965 


by Diane Wagner, sophomore. California State 
Polytechnic College (AMS Report—Sept., p. 
56) 

Educator Looks at Business, An-—-And pro- 
poses ways in which needed closer liaison 
could be established; by Karl A. Hill, dean, 
The Amos Tuck School, Dartmouth (Opinion 

Apr., Pp. 60). 

Firms Swing to EDP as Management Tool— 
In more and more companies it is now more 
than a fast accounting system (AMemo—Apr., 
p. 90) 

Government Managers Do Create Profits-—— 
They have much in common with their coun- 
terparts in industry; by F. Arnold McDermott. 
personnel director, City and County of Denver 
‘(AMS Report—oOct., p. 79). 

Helping to Solve Pricing Problems—An ex- 
planation of the ‘‘value added" concept, and 
the part administrators can play in‘its im- 
plementation: by R. C. Scott, The Eddy- 
Rucker-Nichols Co. (June. p. 20). 

How Administrators Help Marketers—-Five 
common-interest problems summarized (Box, 
accompanying article ‘‘Your Role in M~ Xet- 
inge’s Plans and Costs'’—Mar., p. 24). 

How Goes the War on Paperwork?-—‘'Out- 
standingly’’ on some governmental battle- 
fronts, says the chairman of the U.S. Civil 
Commission, John W. Macy Jr. (AMS Report 
—Dec., p. 46). 

In EDP, Today's Word is ‘Modularity’—-First 
of three articles explaining much-used data 
processing terms from a management view- 
point (July, p. 29). Second article: Time- 
sharing: Low-cost Link to Computer ‘(Sept., p. 
66). Third article—Four Often-used EDP 
Terms Defined: Compatibility, Flexibility, Mul- 
tiple Processing, Simultaneity (Nov.. p. 48). 

Man-computer Control of Complex Systems 
—Why ‘‘decision making’ ability is manage- 
ment’s ‘“‘number one need"; by Harold Thomp- 
son, systems engineering consulant (Leading 
Edge—Sept., p. 42). 

Measuring Management Productivity—In- 
centive payments and periodic performance 
reviews partly overcome objection that execu- 
tives productivity can't be measured accu- 
rately; by Lewis E. Lachter, managing editor 
(July, p. 22). 

Merger Pitfalls Discussed by AMA-—-Seminar 
hears American Photo Equipment Co. execu- 
tive on five ‘‘major causes of failure in acqui- 
sitions’ (News of Associations—Feb., p. 12). 

Modern Goals of Management, The—They 
shift subtly over the years. so it is no ‘‘point- 
less exercise’’ to ask: what are our goals, 
anyway? (Editorial—June, p. 19). 

My Management Mission to India—Execu- 
tive who conducted seminars there shares his 
impressions; by Joseph W. Gawthrop, second 
vice-president, Pilot Life Insurance Co. (Aug., 
p. 26). 

New Look at Business Insurance Plans, A— 
The latest on key-man coverage, group poli- 
cies, joint-life contracts and pension plans 
(Dec., p. 22). 

Not All Managers Merit Promotion—Apprais- 
als can help find the undeserving. consultants 
say (AMemo—May, p. 86) 

Personal Characteristics of Managers Iden- 
tified in} Survey—Thirteen relatively com- 
mon traits revealed; by Dr. Louis F. Hacke- 
mann, president. Hackemann & Associates 
(July. p. 48). 

‘Paperwork Jungle’ Revisited, The What a 
Congressional committee recommends to cut 
governmental paperwork waste: °n updating 
of Dec. ‘'64 article. Cutting Through the 
Federal ‘Paperwork Jungle.’ both by Lewis E. 
Lachter. managing editor (May, p. 30) 

‘Paperwork Jungle’ to Stay—-A paperwork 
contro! specialist's response to April editorial. 
House Report on Paperwork: by Frank M. 
Knox, management consultant (Opinion— 
June, p. 16). 

Retirement Policies—Where Are They Tak- 
ing Managemert?—Governmental and eco- 
nomic forces will soon be altering your pen- 
sion program, whatever it is: by Walter A. 
Kleinschrod, editor (Oct.. p. 22). 

Search for Standardization in Computers, 
The—‘‘We function today in a_ technological 
Tower of Babel’; RCA chairman David Sar- 
noff tells why codification efforts are a must 
(Opinion—Mar., p. 50). 

Software Explained for Non-techn cal Man- 
agers—AMA seminar defines 1965-75 as the 
“software decade’ (News of Associations— 
Aug.. p. 10). 

Teamwork—Lip Service or Serious Commit- 
ment?—It depends on how well you can get 
individuals to function smcothly in a group: 
by Bert E. Phillips, vice-president and di- 
rector. Clark Equipment Co. (Feb., p. 18). 

Technician to Manager: A Difficult Move— 
Promoting the highly qualified scientist or 
sim lar special‘st is called a ‘‘very questionable 
tendency": author Louis J. Kroeger, executive 
vice-president of Griffenhagen-Kreeger inc., 
analyzes problem (AMS Report—July, p. 43). 

Three Facets of the Changing Office—A mid- 
Sixties overview focusing on communications, 
systems integration and the ‘small’ office: by 
Walter A. Kleinschrod, editor (Jan., p. 16). 

Three Views of MICR—Practicality of Mag- 
netic Ink Character Recognition as an input 
medium evaluated (Leading Edge—Nov., p. 46). 


Tomorrow's Manager: ‘People-centered’:— 
He will not be a technician; rather he will 
concern himself with the welfare of his com- 
pany and its personnel; by Wallace Jamie, 
public relations director, Carnation Co. (AMS 
Report—-Cec., p. 43) 

Updating Your EDP Decisions—-If more 
than a year has elapsed since your firm last 
set a policy in this regard, it's probably t:me 
to examine the subject again (Editorial—-Oct.. 
Dp. 23). 

Voluntary and Involuntary Factors of Good 
Credit Policy, The—In the end, it must be 
tailored to the needs of the business: by 
Martha Jones, credit manager, Suburban Gas 
Co., Pomona, Calif. (AMS Report—Apr., p. 53). 

Warning Given on Misuse of Computers— 
Companies which fail to use them properly 
“very likely will not be competitive enter- 
prises within a decade,”’ says Armco Steel 
executive ‘AMemo—July, p. 78). 

What You Can Do About Growing White 
Collar Unionization—A survey of the situat.on, 
with advice for keeping employees loyal to 
management; by Lewis E. Lachter, managing 
editor (Apr., p. 20). 

Why Some Companies Fail—They lack un- 
ity of shared purpose and improvement ori- 
entation; by Richard F. Neuschel, senior 
partner, McKinsey & Co. (Opinion—Oct., PD. 


) 

Women Administrators at Work—Ten distaf® 
administrative executives, examples of a 
growing trend. are visited in their offices 
(May, p. 72). 


Miscellaneous 


After Hours Activities in the Office—A photo 
tour of life on the night side (July, p. 64). 

Awards Made for Zip Code Ccoperation— 
Honors bestowed on fourteen firms by Post- 
master General John Gronouski (AMemo— 
July. p. 78). 

Booklet Defines Labor-Management Terms 
— Moonlighting, bug, fink and bogus are 
among words defined by Bureau of Labor 
Statistics (AMemo—oOct., p. 116). 

Business Aid to Education Increasing--Na- 
tional Industrial Conference Board says cash 
contributions have increased fivefold in fif- 
teen years (AMemo—Apr., p. 90). 

Case for Automatic Elevators, The—When 
are they justified? Labor costs and service 
needs dscussed (Dec., p. 40). 

Combating the Excess Material Problem— 
Ideas for preventing those build-ups of ex- 
traneous material in stockrooms and on em- 
ployees’ desks (Tips for the Office—Oct., Dp. 
50). 

EDP Firms Seek ‘Prestige’ Quarters—-They 
now occupy nearly 2,000,000 square feet of 
space in major Manhattan buildings aione 
(AMemo—oOct., p. 116). 

EDP Shipments Rise 203 Percent Over 1958 
—Volume of computers and related machines 
reached $1.9 billion in 1963, U.S. Department 
of Commerce says (AMemo—Aug., Pp. 78). 

8 to 10 Cents Per Mile is Personal Car Use 
Rate—-AM survey of 500 firms also reveals 
that some firms set annual mileage maxi- 
mums; by David F. Anderson, associate edi- 
tor (Nov., p. 24). 

From 941la: You Must Follow New Format 
for Scanners—Changes in EDP hardware and 
procedures necessitate standardization of In- 
ternal Revenue and Social Security documents 
(AMS Report—Jan., p. 44) 

Government Employs One in Seven C vilians 
—Ratio of Federal. state and local workers 
was 1:9 in 1953 (AMemo—Oct., p. 116). 

Index of Articles for 1964-—-A guide to the 
features of Vol. XXV. Nos. 1-12 (Jan., p. 72). 

Manual Shows Structure of U.S. Agencies — 
Newly revised 798-page edition costs $1.75 
(AMemo—Sept.. p. 96). 

Microfilm Bill Vetoed by Governor—New 
Jersey's Richard B. Hughes kills bill permit- 
ting county clerks to film old records: were 
“‘measles"’ (blemishes) the reason? (AMemo— 
May. p. 86). 

1964 Computer Sales Break Records—Num- 
ber of digital systems in U.S. rises by 6.500, 
for a total of nearly 22,500 (AMemo—Mar., 
p. 94). 

Now That's a Good Question—-A sampling 
of some of the 1,000 queries handled in 1964 
by AMS Inquiry Service (‘AMS Report— 
July, p. 46). 

Pens: Ball Points to Versatile Markers— 
The revolution in writing instruments means 
there’s one for virtually every office job (Nov., 
Pp. 42). 

Planning Move in Advance Minimizes Cost, 
Time Lost—Try to get the “small problems” 
taken care of ahead of time: by David F. 
Anderson, associate editor (Sept., p. 24). 

Reducing Fire Hazards—-Know the danger 
spots: carelessness and bad wiring, mong 
others (Tips for the Office—Dec., p. 48). 

Safety Plans Require Employee Cooperation 
—A comprehensive program worked out by an 
administrator can remove many office haz- 
ards, but it is vital that he enlist the sup- 
port of all concerned: by Carl J. Bishop, 
office manager, Raybestos-Manhattan Inc. 
(AMS Report—Aug., p. 44). (To page 72) 
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Six Federal Employees Receive AMS Awards 
—C.ted for paperwork management efficiency; 
to be honored at Washington banquet ‘AMS 
Report—Oct., p. 75). 

Temporary Help Industry Makes Great Gains 
—Agency sales currently estimated at $250 
million; were $50 million in 1958 (AMemo— 
Nov., p. 88). 

Twelve Ways to Button Down Security in 
the Office—Pictures and text describe sim- 
ple procedures for preventing desk-side thefts 
(Oct.. p. 38) 

Utilizing Slides as Visual Aids—-Guidelines 
for makng effective presentations are dis- 
cussed and illustrated; by J. Brewster Hold- 
ing, supervisor of research services, Batelle 
Memorial Institute (AMS Report—Nov.. p. 53). 

Vending ts Low-Cost Answer to Feeding— 
Possibilities and alternatives of setting up 
such an operation are discussed (Nov., Pp. 37). 

With the Editors—Monthly feature: light 
commentary. Of Calendars (Jan., p. 77); The 
Quiet Hour (Feb., p. 79); Statistics (Mar., p. 
93): Spring Cleaning ‘Apr.. p. 89): The Mighty 
Phone (May, p. 85); A Place to Work (June, 
p. 69); Convention Time (July, p. 77); Travel- 
ing by Air (Aug., p. 77); As the Pall Begins 
(Sept.. p. 95); A Way to Learn (Oct., p. 115); 
What's In a Name? (Nov.. p. 87); Handling 
the Go-getter (Dec., p. 77) 

Your Role in Preventing Bus;:ness-secret 
Thefts—Ways to keep company information 
secure: by Lewis E. Lachter, managing editor 
(Dec., p. 16). 


Office Environment 


Office design, furnishings, maintenance 


Accessib'e Built-in Supply Space—-A picture- 
story offering ideas for concealing handy 
closets (Jan.. p. 64). 

After Hours Activities in the Office--A photo 
tour of life on the night side (July, p. 64). 

Carpeting vs. Resilient Flooring—What Each 
Side Says——Cutting through the claims and 
clamor in this raging war of words (Dec., DP. 
28). 

Corridors—More Than Passageways—Often 
they double as secretarial work areas, lounges 
or closet lanes ‘Feb., p. 66) 

Decor for the Middle Manager——Contempor- 
ary office-furnishing ensembles are pictured 
(Nov., p. 74). 

Excessive Noise Cut in Interview Area—New 
Jersey Bell lines semi-partitioned booths with 
Curon urethane foam (Systems in Action— 
July, p. 62). 

Five Factors Influence Optimum Office Light- 
ing—Size of an object. time available for 
viewing, brightness, contrast and glare all 
effect worker's visibility and efficiency (Sept., 
p. 46). 

Four Simple Steps to Cut Heating Costs— 
Evaluating the local costs of the three most 
commonly used fuels (gas, oi] and coal) is first 
(Tips for the Office—July, p. 32). 

Modernizing the Office — There are four 
basic steps to follow, five pitfalls to avoid 
(Tips for the Office—Apr.. p. 44) 

Music” Aids Quality of Repetitive Jobs — 
American-Standard executive offices install 
McGraw-Edison’s ‘“Serenader System" for 
transcriptionists and statistical typists (Sys- 
tems in Action—Apr., p. 74). 

Office Noise and Employee Morale—-What is 
“tolerable” and “‘intolerable’’ when it comes 
to loudness levels. and what can be done to 
improve matters (Mar.. p. 48). 

‘Offices of the Year’ Awards for 1964—Spe- 
cial section announces AM’'s selections ‘June, 
p. 35) and describes administrative strong- 
points of each: Deere & Co. (p. 38), North- 
western National Life Insurance Co. (p. 40), J. 
C. Penney Co. (p. 42), American Society for 
Testing & Materials ‘p. 43), Benefit Trust 
Life Imsurance Co. (p. 44). First National 
Bank of Memphis (p. 45), Phillips Petroleum 
Co. (p. 46), South Bay “Daily Breeze’’ (p. 47), 
Southwestern Life Insurance Co. (p. 48), The 


Tokai Bank Ltd. ‘(p. 49) and Union Central 
Life Insurance Co. (p. 53); summary article, 
“The ‘Offices of the Year’: Big or Small, in 


City or SuburS—A!! Ds222” (p>. IC). 

Partitions Make Space ‘Special’ — Picture 
story illustrates eight recent noteworthy in- 
Stallations (Apr., p. 76). 

Reducing Cleaning Costs in Three Major 
Areas—Floor maintenance can be cut through 
improved work efficiency, mechanization, and 
more effective cleaning supplies: includes chart 
“Clocking Maintenance Jobs" (Aug., p. 32). 

Supplies and Techniques for Cleanliness 
Floor and wall maintenance can be greatly 
improved if a few simple managerial rules 
are observed (Office Environment—Nov., p. 58). 

Twelve Ways to Button Down Security in 
the Office—-Pictures and text describe simple 
procedures for preventing desk-side thefts 
(Oct., p. 38). 

Versatile Conference Room, The—Today's 
versions are equipped with microphones, TV 
and movie screens; picture story (Aug., p. 64). 
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1965 Index ... From office equipment to personnel to systems coxtixvep 


Office Equipment 


Danger of Comparisons, The—'‘The XYZ 
Co. found it excellent’’ can often be mislead- 
ing information in evaluating office equip- 
ment for your own firm: seven guidelines (Tips 
for the Office—Sept., p. 16) 

Many Major ‘Firsts’ at BEMA Show—-The 
exposition has become the occasion for sig- 
nificant product debuts in the past; here are 
some new items the 1965 show will present 
(Office Equipment News-—-Oct., p. 101) 

Office Equipment News—Monthly feature 
(Jan., p. 67; Feb., p. 69: Mar., p. 83; Apr., p. 
79; May. p. 75; June, p. 77; July, p. 67: Aug., 
Pp. 67; Sept., p. 87; Oct., p. 101; Nov., p. 77; 
Dec., p. 63) ; 

U.S. Liberalizes Equipment Write-offs — 
Treasury Department also limits ways in 
which tax deductions can be figured; old and 
new methods compared (Apr., p. 38). 


Equipment -Furniture, Supplies 


See also Office Environment 


Analyzing Carbon Copy vs. Photocopy Costs 
—Article and charts analyze relative merits 
of each in given situations: by R. D. McGarity 
Jr., methods analyst, Travelers Insurance Co., 
Hartford Co. (Sept, p. 38 

Buying Small iItems--Too often these pur- 
chases require more time and paperwork than 
the items themselves are worth: some guide- 
lines to follow (Tips for the Office—-Feb. p 
77). 


Control Boards: Visual Means to an End— 
Devices for keeping tabs on operations ex- 
plained and categorized: by Daniel Peck, asso- 
ciate editor (Tools of the Office—Aug., p. 50). 

Copier Papers Improve, Systems Uses Intro- 
duced—Market is more competitive than ever 
as performance “bugs” in coatings and treat- 
ments are eliminated (June—p. 60). 

Decor for the Middle Manager—-Contempor- 
ary office-furnishing ensembles are pictured 
(Nov., p. 74). 

Finding the Information Retrieval 


System 
for You—Methods range from manual to 
mechanized to computerized: by Walter A. 
Kleinschrod, editor (Tools of the Office— 
Apr., p. 62). 


Hand-held Label-makers: 
Concept--Text and twelve illustrations show 
many office uses for the colored plastic, self- 
adhesive label strips (May. p. 40). 

Partition Converts One Room into Three at 
TWA—Text and pictures show ease of instal- 
lation and rearrangement (July, p. 36). 

Pens: Ball Points to Versatile Markers—The 
revolution in writ:ng instruments means there's 
one for virtually every office job (Nov., p. 


New Marketing 


42). 

Ribbons for Office Machines-—Film types, 
special optical scanning ribbons and more 
“garden” varieties dscussed (Dec., p. 34) 


Selecting and Buying Executive Letterheads 

Awareness of factors like paper weight. rag 
content and method of printing is necessary 
(Aug., Pp. 36). 

Today's Files: Space-saving Design and 
Easier Access—Shelf. drawer, visible index 
and other types discussed (Tools of the Office 
—Feb., p. 50). 

What to Look for in Repro Paper 
to know before bu: ing offset. 
duplicating stocks for 
departments (Jan.., 


Things 
mimeo or spirit 
internal reproduction 
p. 36) 


Equipment Office Machines 


Accounting Machines—Innovations such as 
magnetic ledger cards make possible high- 
speed processing for greater productivity; by 
Daniel Peck, associate editor (Tools of the 
Office—Nov., p. 60). 

Belts, Discs, Tape Serve Management's Dic- 
tating Needs—Today’'s dictating machines are 
versatile and easy to operate: by Daniel Peck, 
associate editor’ (Tools of the Office—May, p. 
58) 


Buying in the Complex Copier Market— 
Report of the year's developments in this 
volatile field, including specification chart list- 
ing 196 current models: by Walter A. Klein- 
a editor (Tools of the Office—Mar., p, 
2). 

Company Growth/Paperwork Ratio Improved 
—Two offset presses and a mimeograph help 
keep overhead in check at T.I.M.E. Freight 
Inc. (Systems in Action—July, p. 60). 

Computer Marketplace Now, The—A com- 
prehensive survey of EDP hardware with em- 
phasis on new developments such as desk- 
sized systems and microminiaturized circuits: 
by Peter R. Weill, associate editor (Tools of 
the Office—Jan.. p. 48). 

Duplicators: How to Select One- 


Spirit, sten- 
cil and offset 


machines are described, their 
specifications charted; by Daniel Peck, asso- 
ciate editor (Tools of the Office—Oct., p. 86) 


Intercommunication Systems, Teletypewriters 


and Facsimile Units—Equipment ranges from 
hande-free 


phones to complex transmission 
centers; by Daniel Peck, associate editor 
(Tools of the Office—-Sept.. p. 70). 


Leased Copier Saves $800 in Billing Costs— 
Contractor cuts a four-month overhead of 
$1,112 to $280 with new system (Systems in 
Action—Jan., p. 60). 

Multi-copy Savings From Teamed Machines 

Two machines can often copy more cheaply 
than one; specific instances cited: by Walter A. 
Kleinschrod, editor (Nov. p. 28) 

New Copier Offers Solution to Varying Vol- 
ume of Requests—-Bruning unit handles aver- 
age of 500 copies a day at Shell Oil's New 
Orleans office (Oct.. p. 72). 

Planning for Optical Scanning—“The po- 
tential of optical scanners is vast. Their tal- 
ents multiply, to touch in time business at 
all levels’ (Editorial—Mar.. p. 21). 

Special Abilities of Today’s Typewriters— 
‘Auxiliary slaves" and “binary coded decimal 
keyboards" are among the innovations now 
available; by Daniel Peck. associate editor 
(Tools of the Office—June, p. 64). 

Stamp-affixing for the Personal 
handy group of office aids for special uses 
lies between the tongue-and-thumb method. 
and postage meters (Oct., p. 48) 

They Do Addressing and Much More—Ad- 
dressing machines also bill and collect, route 
and schedule, identify and control: by Daniel 
Peck, associate editor ‘(Tools of the Office— 
July, p. 50). 

Three Types of Contracts Serve Maintenance 
Needs—Coverage can be occasional. along 
skilled craft lines, or for “everything” (Apr., 
Pp. 46) 

Time Clocks Offer Accuracy, Other Features 
—Number of employees. payroll method and 
office layout are among things to consider in 
selecting the one for you; by Daniel Peck; as- 
sociate editor (Apr., p. 41). 

Todav'’s Trimmers Offer Safety and Versa- 
tility—They're a vast improvement 


Touch—A 


over 
yesterday's board-and-blade arrangements 
(Feb... p. 40). 

Why | Like Service Contracts — Article 


prompted by a report, widely circulated, whose 
general verdict went against contracts: by 
Roy H. Olsen, director of purchasing. Avis 
Rent-A-Car (Opinion—Jan., p. 34). 


Personnel 


AICPA Issues Pension Accounting Report 
Study by American Institute of Certified Pub- 
lic Accountants is designed to end fluctuations 
in methods now used (News of Associations 
June, p. 12). 

Achieving Motivation Through Training 
It may be THE concept to help administrative 
managers fulfill their most vital respons bili- 
ties, says author, Mrs. Edith Krag. program 
director, Office Training Services, New York 
University (‘AMS Report—Oct., p. 82). 

American and European Offices Compared— 
Overseas firms face same shortage of good 
help as we do ‘AMemo—Apr., p. 90). 

Automation ‘Threat’ Reevaluated—-Peril to 


Fifth Ave., New York, 10010. 


Reprints Available at 50 Cents Each 


Reprints of articles in the accompanying list may be obtained from 
our Reprint Department at 50 cents each. Most will be reproduced on 
photocopying equipment, though a number of our more frequently 
requested articles are available printed on glossy paper, while sup- 
plies last. Lower rates apply on quantity orders. Address all inquiries 
and orders to Administrative Management, Reprint Department, 212 
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than expected, Labor 
(AMemo—Feb., 


jobs is less terrifying 
Department statistics show 
p. 80). 

Bold Hiring Procedures Alleviate Shortage 
—Everyone who comes in merits an inter- 
view, is one of Scovill Mfg. Co.'s maxims 
(AMemo—June, p. 90). 

Bowling is Top Company Recreation Activity 
—Administrative Management Society survey 
of employee programs and policies ranks pic- 
nics second, golf third (AMS Report—Feb. 
p. 48). 

Building Good Attitudes in New Employees— 
Ways of starting them ‘on the right foot” 
(Personnel Problem Clinic—Jan.. p. 12). 

Check'ist for Modern § Receptionists—Five 
chief duties of the efficient ‘greeter’ are 
discussed; by R. X. Oliberi, advertising di- 
rector, Charles T. Main Inc. (July, p. 30). 

Clerical Salaries Up in U.S., Canada—Av- 
erage in United States is now at all-time 
high of $84 a week; other findings of annual 
AMS survey also presented ‘(AMS Report— 
Aug., p. 43). 

Coffee Breaks Used by Almost All Firms— 
Ninety-seven percent of U.S| companies con- 
form, survey shows (AMemo—Sept., p. 96). 

Computer Finds Right Man for the Job—So 
says Career Ways System of Princeton, N.J., 
which has developed a method of qualifica- 
tion coding (AMemo—June, p. 90). 

Considering the Reasons Behind Wages— 
The qualities you w.sh to recognize in em- 
ployecs, the kird of company you have, all 
play a part, says the author, J. W. Troyer, 
manager, Wage & Salary Administration, 
Shell Canada Ltd. ‘AMS Report—-Feb.,. p. 45) 

Dealing with Absenteeism — It’s a $10 
billion-a-year drain on American industry; 
here are ways to alleviate it (Personnel Prob- 
lem Cl.nic—Sept.. p. 14). 

Dual Training Program Curbs Employee 
Turnover—Self-teaching plus conference 
method adds up to “loyalty building’; by 
Gordon M. Rhodes, training director, First 
National City Bank of New York (AMS Re- 
port—Mar., p. 56) 

EDP: A Management Recruiting Tool—Cri- 
teria explained for storing and _ retrieving 
data on management skills: by R. H. Hawk 
and G. A. Bassett, General Electric Co. (Aug., 
p. 22) 

Employment Agencies—the Private vs. the 
Governmental—AM explores the question of 
competition between the two, and the services 
each renders (Personnel Problem Clinic— 
June, p. 14). 

Evaluating Executive Development Programs 

Management must establish systems for de- 
veloping the talent to replace itself; By Dr. 
William J. Carey. director, Executive Develop- 
ment Program, Graduate School of Business 
Administration, University of Michigan (AMS 
Report—-Sept., p. 53) 

Forms for Aptitude and Personality Testing 

A look at what's available and how it can 
best be matched to the person to be tested: 
by Daniel Peck. associate editor (Tools of the 
Office—Dec.. p. 54) 

Good Attitude Makes the Difference, A— 
Just as there are three R's. there are three 
A's: Ambition. Ability and Attitude: by Wil- 
bert E. Sheer. director of personnel, Blue 
Cross-Blue Shield, Chicago (Personnel Prob- 
lem Clinic—Aug., p. 12). 

Helping Employees Relocate—-A look at cur- 
rent policies and practices when companies re- 
assign personnel to distant cities (Personnel 
Problem Clinic--Nov., p. 14). 

Hiring of Women Complicated by ‘Rights’ 
Act—It forbids ‘‘male’’ and ‘female’ adver- 
tising unless person's sex is a bona fide oc- 
cupational qualification (AMemo—Aug., p. 78). 

Hiring Older Employees—-The pros. cons 
and methods of evaluation are discussed (Per- 
sonnel Problem Clinic—Feb.. p. 14). 

In Personnel, ‘Flexible’ Is the Word—Hiring, 
promotion and testing policies are again un- 
dergoing change: by Allen K. Trueman, asso- 
ciate editor (Jan., p. 24) 

Job Vacancy Study Produces Three Results 

Interviews with 401 employers in Monroe 
County. N Y., uncovers more than 8,000 open- 
ings (AMemo—Nov., p. 88). 

Jobs for the Mentally Restored—How Risky? 

They are as reliable, and no more accident- 
prone, than other workers. booklet of Presi- 
dential committee says (AMemo—Dec.. p. 78). 

LOMA Publishes Training Booklet Person- 
nel Administration Report 25 spells out tech- 
niques for insurance companies (News of As- 
sociations—July, p. 10). 

Managing Coffee Breaks—Advice on finding 
the best method for a company’s needs, and 
then implementing it (Personnel Problem Clin- 
ic—-Mar., p. 12). 

Master Plan for Office Incentives, A-—Steps 
to follow in setting up a new bonus or 
added-wage plan; by J. A. Williams, methods 
analyst, General Foods Corp. (Apr., p. 28). 

Minority Hiring Surveyed—-Seventy-one per- 
cent of the business studied by Management 
Information Center utilizes ‘‘spelled-out” poli- 
cies regarding race, creed or color (AMemo— 
Feb.. p. 80) 

Motivation Through Fringe Benefits—They 
must be ‘‘marketed" in a clear, accurate man- 
ner, says author C. T. Hasson, manager of 
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employee benefits and activities, General 
Foods Corp. ‘(AMS Report—Feb., p. 46). 

New Look at Business Insurance Plans, A— 
The latest on key-man coverage, group poli- 
cies, joint-life contracts and pension plans 
(Dec., p. 22) 

1965 Vacation Policies Are More Liberal— 
Survey conducted for AM finds time-off allow- 
ances stretching: includes chart, ‘‘Trends in 
Vacation Allowances" (May, p. 32). 

Non-sales Personnel Do Influence Sales To- 
tals—Training of non-selling employees in 
marketing procedures is urged by Max Fuller, 
director of field education, The Maytag Co. 
(AMS Report—May. p. 52). 

Number One Office Problem—People: but 
there are many things you can do to improve 
your personnel picture (Editorial—May, p. 21); 
see also accompanying editorial; Some Col- 
lateral reading matter 

Objective Standards for Setting Salaries— 
The man who deserves the highest salary is 
the one who innovates, says author, J. W. 
Troyer, manager, Wage & Salary Administra- 
tion. Shell Canada Ltd. (AMS Report—Sept., 
p. 54). ‘ 

Overstaffing? Formula Offers a Solution— 
It is based on premise that ordinarily 33 per- 
cent of work time is unproductive; by Albert 
D. Sultze. management consultant, Hendrick 
& Co. (May. p. 24). 

Paying Employee Tuition—Survey measures 
prevalence of. and company policies regard- 
ing this fringe benefit ‘(AMS Report—Jan., p 
45). 

PERT for Programmed tInstruction—Jerry F. 
Foster, staff engineer with Wavetek. offers 
network diagram for preparing self-teaching 
guides (Oct., p. 42). 

Policies, Practices Differ on ‘Rights’—A con- 
siderable gap exists between the two, National 
Industrial Conference Board survey on Negro 
hiring shows (AMemo—July, p. 78). 

Practical Uses of ‘Reliability Theory’— 
When people get physically tired or mentally 
lazy, they make mistakes; Prof. Donald D. 
Deming of Rensselaer Polytechnic Institute's 
School of Management offers formulas for 
measuring and minimizing errors (Sept., p. 
30) 

Psychological Approach to Productivity, A 
—How to cope with common interpersonal 
problems more or less indigenous to all bus- 
iness: by Dr. Robert L. Meineker, psychiatrist 
(AMS Report—Apr., p. 56). 

Qualities of ‘The Perfect Secretary’—Though 
some managers list good looks and a sense of 
humor, loyalty is cited as most important at- 
tribute (Personnel Problem Clinic—Dec., p. 12). 

Readings in Manager-Employee Relations— 
A survey of some “‘leading edge’ writings on 
the subject, plus suggested reading list; by 
personnel consultant Arthur R. Pell (Feb., p. 
8) 

Reduced Iliness-absence Pay Cuts Absentee- 
ism—Findings detailed in Life Office Manage- 
ment Association report (News of Associations 
—Dec., p. 10). 

Reinforced Learning: A Training Tool—Sys- 
tem stresses lessons recorded by experts with 
no need for supervisors: by William B. Marsh, 
chairman, Marsh-Pierce Co. (June, p. 26). 

Retirement Policies—Where Are They Tak- 
ing Management?—Governmental and econom- 
ic forces will soon be altering your pension 
program, whatever it is: by Walter A. Klein- 
schrod. editor (Oct., p. 22) 

‘Rights’ Provision Takes Effect July 2— 
Firms with 100 employees or more come un- 
der Title VII of Civil Rights Act that day 
(June, p. 74) 

Simplified Dollar Formula for Work Mea- 
surement and Labor Costs, A—-Formula and 
tables relate performance to costs; by C. J. 
McGarr. director of service operations, San- 
dia Corp. (Oct., p. 30). 

Solving Short-staff Problems—The workings 
of a ‘secretarial services group’ of temporary 
help trained especially for your office; by J. J. 
Mackail, manager, Administrative Services De- 
partment, Avco Corp. (Mar., p. 65) 

Survey Answers Severance Pay Questions— 
Elimination of job is chief reason for grant- 
ing the pay, personal inefficiency is next; 
other data also presented (AMS Report—Oct., 


Money—How Much?—Office rates 
range from $1.50 to $2; $1 or less in plants 
(AMemo—Dec., p. 78). 

Technician to Manager: A Difficult Move— 
Promoting the highly qualified scientist or 
similar specialist is called a ‘“‘very questionable 
tendency"; author Louis J. Kroeger, executive 
vice-president of Griffenhagen-Kroeger Inc., 
tells why (AMS Report—July. p. 43). 

Temporary Help tndustry Makes Great 
Gains—Agency sales currently estimated at 
$250 million: were $50 million in 1958 (AMemo 
—Nov., p. 88). M4 

Three Hiring Policies Criticized—Concentra- 
tion on ‘‘name” college graduates leads list 
issued by testing firm (AMemo—Dec., p. 78). 

Tomorrow's Manager: ‘People-centered’:—He 
will not be a technician; rather he will con- 
cern himself with the welfare of his company 
and its personnel; by Wallace Jamie, public 
relations director, Carnation Co. (AMS Re- 
port—Dec., p. 43). 


Trends in Employment Testing Surveyed— 
Companies measure skills far more than they 
measure personality traits, study shows (AMS 
Report—July, p. 44). 

Turnover Costs Being Surveyed by AMS— 
Standardized national formula is goal (AMS 
Report—Apr., p. 58). 

Turnover of Office Personnel is Surveyed— 
Among the findings of the AMS study: for 
every 100 office employees in firms participat- 
ing, 22 left during 1964 (AMS Report—June, 
p. 55). 

280 Firms Document Use of Steno Pools— 
Survey shows, among other things, that 29 
percent of responding firms maintain such 
pools (AMS Report—Aug., p. 46). 

‘Typing’ Test Finds the Alert Secretary—lIt 
answers the all-important question: Does she 
think? (Oct., p. 44). 

Unskilled: A Good Gamble, The—They're 
turning out better work than _ previously 
thought possible, firms across the country are 
discovering (May, p. 22). 

Utilizing Your Secretary’s Education—Too 
often, knowledge possessed by the better-edu- 
cated woman is not used to fullest potential 
(Personnel Problem Clinic—July, p. 12). 

Warning interview, The—How to chastise 
the backsliding employee (Personne! Problem 
Clinic—Oct., p. 16). 

Ways to Handle a Mass Lay-off—Minimize 
costs, fulfill obligations to terminated em- 
ployees, keep remaining staff secure; author 
Donald N. Bonacci, manager of personnel and 
administrative services at United Nuclear 
Corp., offers this advice and more (Nov., PD. 
22). 

What You Can Do About Growing White 
Collar Unionization—A survey of the situ- 
ation, with advice for keeping employees 
loyal to management; by Lewis E. Lachter, 
managing editor (Apr., p. 20). 

Women's Growing Role in  Business—In 
banking, men are already a minority group; 
by Lucylle Farmer, assistant trust officer, 
First & Merchants National Bank, Richmond, 
Va. (AMS Report—Apr., p. 54). 


Self-management 


Administrative Manager and His Job Ac- 
countability, The—-A stern but constructive 
lecture from a company president; by J. 
Foster, Sperry Rand Corp. (Opinion—Dec., p. 
32). 

Business of ‘Getting Involved’, The—The 
world is becoming ever more involved in things 
administrative. Are administrative managers 
becoming more involved in the events of their 
world? We hope so. (Editorial—Nov., p. 21). 

Courses in EDP for Management—A com- 
prehensive listing of U.S. colleges and other 
institutions offering data-processing curricula 
of direct interest to management; in two parts 
(Part I: Reference File—May, p. 44. Part II: 
Reference File—June, p. 84). 

Evaluating Executive Development Programs 
—Management must create systems to replace 
itself; By Dr. William J. Carey, director, Ex- 
ecutive Development Program, Graduate School 
of Business Administration, University of 
Michigan (AMS Report—Sept., p. 53). 

Firms Seek Pressure-immune Executives— 
Search is on for managers who can cope with 
today’s business responsibilities and not be- 
come ulcerated (AMemo—Mar., p. 94). 

Forget Your Past Successes——‘‘There’s noth- 
ing more pathetic than a has been, who still 
could be": by Clark Daugherty. president, 
Rockwell Mfg. Co. (Opinion—July, p. 35). 

How to Add Hours to Your Day—Practical 
advice for controlling time through schedules, 
by management consultant Henry Schindall 
(Feb., p. 24). 

improving Oral Communications—Bell Labs- 
MIT tests with people and dominoes offer les- 
son in getting your message through (Personnel 
Problem Clinic—May, p. 16). 

Improving Speech Clarity—Eight ways to 
make sure you're being understood when you 
address a group or an individual (Tips for the 
Office—June, p. 32). 

Improving Your Dictation—It takes concen- 
tration. a skill that can be learned (Tips for 
the Office—Aueg.. p. 40). 

Minimizing Interruptions to Stretch the 
Day—How to make yourself ‘available’ with- 
out overdoing it to the detriment of your 
work (Personnel Problem Clinic—Apr., p. 14) 

Presenting Complex Systems to Manage- 
ment—How to organize. explain. illustrate and 
actually deliver plans for approval: by Ira S 
Gottfried of Norris & Gottfried, management 
consultants (Aug., p. 16) 

Selling Your Systems Ideas ‘Up’ and ‘Down’ 
—Persuasive techniques for getting changes 
accepted and understood: by J. Richard Bau- 
man, Office Services Department, Armstrong 
Cork Co. ‘(AMS Report—Jan., p. 43). 

Seven Ways to Contribute to Profits—To- 
day’s administrative manager must be broad- 
gauged. creative and adaptable to change: by 
J. R. Bauman, general manager. Office Services 
Department. Armstrong Cork Co. (AMS Re- 
port—May. p. 51). 

Teamwork—Lip Service or Serious Commit- 
ment?—It depends on how well you can get 
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EXCEPTION 


Cigars, no. Duplicators, yes. Typewriters, copiers, and just about every- 
thing else around your office are featured in Administrative Management. 


A/M sticks to your administrative interests, concentrates on systems, 
equipment and personnel—translates technical jargon into everyday man- 
agement terms. That's why more men like yourself pay to read A/M than 
any other publication in the field. That’s why the great names in the office 
field advertise regularly in A/M. No butts about it. 


| EXCEPTIONAL Administrative 
Management 


the magazine of methods, personne! and equipment 


A GEVER-MCALLISTER PUBLICATION 


Index conven 


individuals to function smoothly in a group; 
by Bert E Phillips, vice-president and director, 
Clark Equipment Co. (Feb., p. 18). 

Your Role in Marketings Plans and Costs— 
Administrative manager must assist with time- 
ly information and cost controls (Mar., p 22). 


Systems Improvement 


General 


Analyzing Carbon Copy vs. Photocopy Costs 

Article aed charts analyze relative merits 
of each in given situations; by R. D Mc@arity 
Jr., methods analyst, Travelers Insurance Co. 
(Sept., p. 38). 

Basic Approach to Linear Programming, A 
—This often-complex mathematical business 
tool is explained through simple examples; by 
Dr. Jack Moshman, vice-president for profes- 
sional services, C-E-I-R Inc. (Mar., p 28). 

Challenge to Office Services, A—lIt's this: 
building cost consciousness in ‘“‘cost uncon- 
scious"’ people; author W. E. Kinney, office 
services administrator for Colgate-Palmolive 
Co., tells how he did it with copying, duplicat- 
ing, telephone systems and secretarial services 
(Feb., p. 22) 

Consolidation: A Warehousing Solution— 
How administrative managers can cut costs 
by designing systems to expedite shipments 
with as few handling steps as possible (Mar., 
p. 34) 

Firm Finds Many Uses for Carbonless Paper 

Erickson Petroleum employs it on payroll, 
accounts payable and receivable machines, in 
addition to check and statement applications 
(Systems in Action4Aug., p. 60). 

How to Establish 2 Effective Company Pro- 
cedures Manual—€:yidelines and criteria 
offered: by AndreweW. Poschmann, systems 
service representat Honeywell Electronic 
Data Progessing (J » p. 30). 

Master Plan for Office Incentives, A—Steps 
to follow in setting up a new bonus or added- 
wage plan: by J. A. Williams, methods analyst, 
General Foods Corp (Apr.. p. 28). 

Multi-copy Savings From Teamed Machines 

Two machines can often copy more cheaply 
than one: specific instances cited: by Walter A 
Kleinschrod, editor (Nov., p. 28) 

New Concept of Accounting Proves Better 
Than Billing—So claims R. C. Edwards, man- 
ager of Lockheed-California accounts payable 
department, whose SNAPO system eliminates 
bills and invoices (Feb., p. 30) 

Stories Behind AMS Paperwork Award Win- 
ners——-Achievements of six Federal officials de- 
scribed in brief case histories (AMS Report— 
Oct., p. 77). 

Two Missing Links in the Systems Chain, 
The—-They are organization and coordination. 
says author, Peter L. Schwartz, assistant sales 
promotion officer, Canadian National Rail- 
ways (July, p. 20) 


Systems—Clerical 


See also Systems—Correspondence, and 
Systems—Record-kee ping 


Conveyor Speeds Subscription Orders— 
Movement of documents from one department 
to another at Reader's Digest cut from 75- 
minute average to nine (Systems in Action— 
Mar., p. 78). 

Fast No-waste Label System Cuts Firm's 
Costs 40 Percent—Food distributor utilizes 
IBM 305 RAMAC and Addressograph unit 
(Aug., Pp. 48) 

Heavy Duplicating Load Handled ‘Today’ - 
There is no tomorrow for scripts. schedules or 
releases at American Broadcasting’s Los An- 
geles office: system is described (Systems in 
Action—Nov., p. 71). 

Innovation in Order Forms Triples Work 
Output—One-write order, billing and _ pur- 
chase system replaces carbon snapout sets at 
Westrade Inc. (July, p. 28). 

Redesigned Forms Improve Paperwork Flow 
--A day’s production speed-up and reduction 
of costs by half are accomplished at St. Regis 
Paper's Fullerton, Calif., plant (Systems in 
Action—May, p_ 66). 

Typing Time Cut 50 Percent—But volume 
of typing at Charter Title Co., stays the same: 
a magnetic tape Selectric typewriter makes 
the difference (Systems in Action—Feb., p. 62) 

Wanted: A Uniform Purchase Plan for All 
Needs—Valspar Corp's solution: a four-part 
receiving-department form with purchase or- 


4 interleaved (Systems in Action—Sept., p. 
), 


Systems—Communications 
Broadband Circuit Speeds Printing—Type 
setting and delivery of proofs accelerated with 
Western Union exchange service (Systems in 
Action—July, p. 63). 
Heavy Duplicating Load Handled ‘Today’'— 


There is no tomorrow for scripts, schedules or 
releases at American Broadcasting’s Los An- 
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geles office; system is described (Systems in 
Action—Nov., p 71) 

How Centrex Systems Affect Services and 
Costs—-Report of findings by Special Stud-es 
Committee of the New York Communications 
Managers Association of Centrex users (AMS 
Report—Dec., p. 44). 

Managing the Information Flow—A_five- 
point program to help you meet your obliga- 
tions in steering data in to you and out again, 
up to top management and down again; by 
John Breen, professor of business administra- 
tion, Providence College ‘(Sept., p. 22) 

Nationwide Telecommunications Network 
Speeds Policy Data—Sentry Insurance links 
32 branches, 750 salesmen and computer ‘(Sys- 
tems in Action—Dec., p. 50) 


Systems—Correspondence 
Dictation, typing and mailing 

Card-Tape Converter Personalizes Mail— 
Bache & Co.'s new mass-addressing method is 
five-envelopes-per-minute faster than stencil 
method it supercedes (Apr., p. 34) 

Copying Letters Saves Firm $2,600—-That’s 
the yearly monetary benefit chalked up by 
new correspondence method at Clemans Truck 
Line (Systems in Action—May, p. 68). 
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toss out 


80 t0 90% 
of your 


records! 


Save valuable space and files LEGALLY 
and SAFELY with this new book 


RECORDS RETENTION 


Shows what records must be retained 
and how long. Practical schedules, State 
and Federal regulations, Government 
contracts, Classified Information records. 
For large or small businesses. 


THIRD PRINTING - NEW EDITION 


6. 
Rs $15| ELLSWORTH PUBLISHING CO. 


Satisfaction Dept. A-1, Box 3162, P. P. Annex 
Guaranteed Evansville, Indiana 47708 


(Circle No. 53 on Reader Inquiry Card) 


MAKE EFFECTIVE 
USE OF 


REPRINTS 


Inquiries are frequently received from 
readers interested in securing substan- 
tial quantities of reprints of specific 
articles appearing in ADMINISTRATIVE 
MANAGEMENT. To .meet this need, we 
have instituted a reprint service to make 
available such reprints on a special order 
basis in quantities of 25 or more. Price 
quotations on reprints will gladly be fur- 
nished. Please specify quantity desired. 


Reprint Service Department 
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Cutting Your Mail Costs—Shortcuts for 
trimm ng correspondence overhead (Tips for 
the Office—Jan., p. 40). 

How Not io Write a Business Letter—Some 
negative examples are cited for positive rea- 
sons (Tips for the Office—May, p. 56) 

Integrated Dctating System Eases Publish- 
er’'s Workload—-Rendom House handles its 
complicated correspondence through Norelco 
model 82 and 83 dictating/transcribing units 
(Systems in Act on—Oct., p. 58) 

Novel Mailing System Streaml nes Invoicing 
and Shipping—Multi-purpose form simplifies 
the work for book publisher; by E N. Ouder- 
k-rk, data processing manager, Matthew 
Bender & Co. ‘Feb., p. 34) 

Produci-o an Effective Business Letter Man- 
ual—A “how-to” guide in your company can 
qu ckly explain the best way to rroduce clear, 
concise correspondence (AMS _ Report—Nov., 
Pp. 56) 

Remote Dctation Service Cuts Timelag for 
Broker—Moore & Schenley uses central record- 
ing system dialable from anywhere in the 
world (Sept., p. 58). 


Systems—EDP and ADP 


ADP Now More Feasible for Small B 


procedures necessitates standardization of In- 
ternal Revenue and Social Security documents 
(AMS Report—Jan., p. 44). 

Guidelines for Better Filing—Two-minute 
summary packs a lot of advice (Tips for the 
Office—Nov., p. 16). 

New Record Retention Guide Available— 
General Serv.ces Administration booklet de- 
scribed (AMemo—May, p. 86). 

Protect.ng Your Vital Records—Short sum- 
mary of fire-prevention procedures for EDP 
storage media (Oct., p 52). 

Record Retention Plan Doubles Capacity— 
Files stacked high yet readily accessible are 
answer to Huyck Corp.'s space problem (Sys- 
tems in Action—June, p. 73). 

Ten Tips in Planning for ‘T-Day’—Transfer 
Day. that is, when ‘‘active’ files are moved 
to semi-active status in less expensive space: 
here are short reminders (Box—Feb., p. 60). 

Trends in Forms Control—Survey measures 
what kind of equipment, and what types of 
people, are used for the job (AMS Report— 
Mar., p. 58). 

We Cut Retrieval Time 27 Minutes Per Doc- 
ument—Microfilm cards and _ reader-printer 
are keys: by Kenneth C. Junge, Missouri Pa- 
cific Railroad (Jan., p. 28) Oo 


es—Automatic data processing is subject of 
SCM-sponsored seminar (AMemo—June, p. 90). 

Card-Tape Converter Personal zes Mail— 
Bache & Co.’s new mass-addressing method is 
five-envelopes-per-minute faster than stencil 
method it supercedes (Apr., p. 34). 

Choosing and Using an Outside EDP Certer 
—How small firms can utilize computer capabil- 
ities to best advantage (Jan., p. 58). 

Computer Aids Research and Analysis for 
Investment House—Standard & Poor utilizes 
specialized service bureau (Systems in Action 
—Oct., Pp. 60). 

Computer Running Time Cut by 200 Hours 
Monthly—Satellite processor smooths transi- 
tion as work-load grows; by Ross P. Clark, 
data processing supervisor, Western Market- 
_ & Mfg. Div., Tidewater Oil Co. (Apr., p. 
26). 

Computers ‘Make’ Polk’s Products—Firm’s 
auto registration data service aided by op- 
tical scanner system (Systems in Action—Aug., 
©. 61). 

Data Network Aids Fuel Deliveries—Com- 
puter and teletypewriters at Standard Oil of 
Ohio speed distribution to homes (Systems in 
Action—Sept., p. 84). 

EDP Course Stresses Successful Tools— 
Sponsored by AMA April 19-23 at New York 
headquarters (News of Associations—May, PD. 
12). 

EDP/Microfilm System Solves Three Paper- 
work Problems—It reduced clerical backlogs. 
eliminated three copies of reports and pro- 
vided faster and more accurate input at East- 
man Kodak Co. (Oct., p. 64). 

Four Often-used EDP Terms Defined—Third 
of three articles discusses compatibility. flex- 
ibility, multiple processing and simultaneity by 
Lew's E. Lachter, managing editor (Nov.. PD. 
48) 

Group Use of Computer Systems Increasing 

St. Louis and New York cooperatives cited: 
Pg small retailer groups (AMemo—Feb., PD. 

) 

In EDP, Today’s Word is ‘Modularity’—First 
of three articles explaining much-used data 
processing terms from a management view- 
roint (Tuly. p. 29). Second article—Time-shar- 
ing: Low-cost Link to Computer (Sept., p. 66) 
Third article—Four Often-used EDP Terms 
Defined: Compatibility, Flexibility, Multiple 
Processing. Simultaneity (Nov., p. 48). 

‘Mating’ Forms to Machines Cuts Order- 
Processing Time—Custom designed to an elec- 
tronic calculating typewriter, they save a 
week's processing time at Keystone Carbon Co. 
(Systems in Action—Nov., p. 68). 

100 Firms Exhibit at EDP Convention—1965 
International Data Processing & Business Ex- 
position held in Philadelphia June 29—July 2 
(News of Associations—Aug., p. 10). 

Reordering System for a 10,000-item Line 
—Shulton ‘Continental transforms office paper- 
work into “SOS” cards, assuring merchandise 
shinments within 24 hours after receipt of 
order (July, p. 34). 

Time Sharing: Low-cost Link to Computer— 
Second of three articles defin‘ng EDP words 
in management terms: by Lewis E. Lachter, 
menaging editor (Sept.. p 66) 

Trend Toward ‘Small’ Computers Increases 
—Those with rental fees under $12,000 a 
month now account for 89 percent of installa- 
tions (AMemo—Nov., p. 88). 

‘Write-on-it’ Tape Speeds an EDP System— 
Metropolitan Life Insurance Co. uses it to 
color-code reels (Systems in Action—Jan., p 
61). 


Systems—Record-keeping 


Finding the Information Retr‘eval System 
for You—Methods range from manual to mech- 
anized to computerized: by Walter A. Klein- 
schrod, editor (Tools of the Office—Apr.. p 62) 

Form 941a: You Must Follow New Format 
for Scanners—Change in EDP hardware and 
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WASTEBASKET 
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1. Shreds your papers and makes 
them unreadable. 

2. Silent, automatic, starts when 
you insert paper: stops by itself. 


Avoid losses! Make sure that what 
you throw away is really destroyed. 


ELECTRIC WASTEBASKET corp. 
145 West 45th Street, New York, 10036 


For fast information 
about the destroyit 
Electric Wastebasket 
and volume office 
paper shredders... 


Address 


Selected Dealers all over U.S., Canada, L. Amer. 
(Circle No. 48 on Reader Inquiry Card) 
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